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13 August 1976 


MEMORANDUM FOR: Processing Division and Staff Chiefs 

from jHRHHHRHH 

Deput^jrecfor for Processing 
SUBJECT : Processings Missions and Functions 


1. The recent ODP reorganization resulted in former OJ 
Divisions work functions being performed by several, of the n 
Divisions within Processing. This has resulted in the problem 
of identifying who is doing what. Consequently, the need for 
a Processing "Policy and Procedures" manual has surfaced, which 
is to describe Divisions' missions, functions and procedure's for 
accomplishing work. 


2. A study which is nearing completion, has resulted in 

V 


the documenting of the attached Processing's components' 
and functions (with the exception of GIMS Division) . It 
requested that each addressee review this document to 
that these missions and functions are correct.lv stated 


mission 

is 
ensure 
. written 


corrections are 
20 August 1976. 


to be forwarded to 


no 


later then 

STATINTL 


3. The GIMS Division missions and functions will be 
disseminated under separate cover on completion in the near 
future . 

STATINTL 


Attachment: a/s 
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CF FI C i_ C I ATj\_? FCCjSS ID G 
MISSION AN’ D FpNCUCNS 


OFFICE CF THE DEPUTY ElfiECTCE ECS IFCCESSIHG 

(EE/E/CL?) 


M i s s i o n 


Tne DD/P 
tnu the 


.3 -'.Ii il g C S 

A g-.- nc y 1 s 


s ro coss i n g 1 s lescurces jii suspect cl c D P 
ccr. pitting needs arc* cet, as prescribed in 


1 £ LI i £ ? 
i! F. 1 - 1 -4 


OIL 


Functions 


o 

Re con ai c nas 

plans and 

F c 1 i cy 

o 

E a n a g os F r 
ana plans. 

oca s.sin.j * s 

rosour c 

o 

Ensures th 

- availability or 


Agency's current and 

F J a rue c 


tc D/O DP in suf^crt oi oi? »s sis< 
os lor iaplcuent ing E/o DP - a { [ r c'. 

CDF's computing i esc ureas tc : 
c c n p u t j r. g l e c u i r e Hi e n t s , 



July 


to as 

’ 1 O u • 

I <E o 

] J 1 i 1 1 
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SUPICFT ST A. If 
(SE/P/CD?) 


Mission 

SS/? provides the au ox ni st ra ti ve and planning support for Process irg. SS 
responsible tor Processing's trails in j, personnel, security, ore legists 
natters, and interlaces with the a p p r c j. r ia tc CP P aid Agency components 
execution of tnese uuties; provides tecnnical writing ana library support 
ubP; coordinates and pro pa rc- s budget and I roar an CALL docu cents; ju 
responsible ror all CD? procure nert ac tiers. 


u_n< ; : tg_ c_p. s 

o 0 r i g i r.a t a s p ro c u re : 


n* i i, t 


re-] ucsts for hardware, software. 


related materiel and services, as approved ly the LL/I; eccrai; 
and* serves as the iccal peart icr ALP p rcaruront anc coutruc 
actions with the Of rice cf J. cgislics (Cl) . 

o Process es requests ici tcruirals aid remote gcu-entry (1.1;,) :u;-. 

connected tc 0 LP computers, and coordinates these rec tests witi 
Offices or Security ar.d Co;.’. Eunicat ions . 

o Monitors Processing's kuegets . 

o Monitors ADP contracts and bo in tsars apyre) irate records. 

o .Provides general aerrinistratave sue pert related tc p * t £ e i . 

logistics, i i.t cr r:a 1- 6 x te r r a 1 training, security , f i au c ; 

coc ruination or scheduled- unscheduled re perts (e.g., acnv: 
- 1 - o i s t i ca j., ti t c • ) , a a a any other general administrative i c c u - 
dec- r od necessary by the LE/P. 


Maintains centralized 
intertst. 


i a n a g e a e .n t - i n f o r a a t i c n files c i 


c c :: 


Writes, edits, generates, and coordinates the puklicaticr 
distribution cr tecniical (e. g. , lech Notes/ user's cut 
procedures, etc.) and non -technical (e.g., "Newsletter," lee.: 
iEdiili Stands r-is C rgani zat ion anc Funct iers , Office arose"":’ 
Eii.ccliai.eou3 jcucranda, etc.) ccrcutei- and Of rice- re’ i 

doc user; tat icn, as reguirene r. ts dictate. 


VJ U_i Ct | 


Aoiists Office 'corpcnciits ir their i r te rcci t c i en t writing tr 
ADjCa documentation Ptandaras, Ja_rva_ie_t User's 
L L 1 .- . ~ 1 -i v £ 1 1: £ / on s its t a r c ac i a g € \ r. c c a d i: j , s 7" etc.) . 
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o Establishes and implements writing standards fcr techr 

pu fcl ications. 

o Coordinates the accuracy and integrity cf computer sy 

do cuacn tation with the appropriate -recessing components. 


o Kair.tai ns a current inventory 
/ manuals and Agency- produced cc 

o Maintains a lending library 
includes nontnly updating of 
textbooks or hand. 


or the most-ccn.Eor;ly requested v e 
pu te i- tela ted dec uronta tier . 

of computer-related textlccxs, 
"KWIC Index" cent uter listing of 
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CRAFT 



REYI2K GROl? 
(EG/i/CCF) 


Mission 


RG reviews, weekly, dll or GC?‘s 
Ckier, Uiiijinec- ring Division, its r. 
Divisions ana Systems Integratio 


ccnfuter usage r e q v i r 
a&crs include rc t i esc 
Staff, ip plications 


representatives of Agency ccnpcrerts. 


events. Chaired f y 
natives of 1 rocossi 
, and c t i. e r irrere 


Fu net i c ns 


o 


o 


Ro views projected is;p t r,cing w 
software, a nn sp-ici a 1 - p icceSoi n g 

Reviews; and coorainates, tor ion: 
tnLvO j...i pen u i n q weeks), p 1 a i 

w aint on an co arid installaticn , 
activities that ccula l a; pact tie 
sy i tors . 


i o k e n d c c z p u t e r centers' f a i <] v 

r o g u i r t r; o n t. s . 


on t "Week 

periods (the 

I vl 

s * v e a k 

ui;d r 

ctirutiits 

i. o i 

w-i v: i? 

cud lg a La 

tier. changes 

/ 

< t 1 \ vi O 

p- r c d j c 1 1 o n 

capacity c t 

cl r 

' s c cr r 
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Jul y 


REVIEW E 0 A R C 
(f t/l/CDF) 


fission ; 


Chaired by the ADD/?/ OIL? anc with Division Chiefs and C/SIS as aerners, Ft 
policy, siiort- and long-Lauge plans, and protlcs-rescluticn group that oee 
required. 

Fun ct ions 


o 


o 


R iv lows and deter" ires tie necessary acticn to resolve pr 
a r reeling ? roccssin g * s goals and uissiens. 

r mulatto and cocr dilates s he r t- te i c ( 1 o norths) and long- t a ngo 
yiars) plans tor b/GDF approval. 


Establishes each cl 
i rap. lone r, ting botn snort- 


? x c c e s s i r. g * s c c cr p c no n t s 

and long- r a r. go plans. 


rile s tones 
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\\ 

\\ 


SYSTEM 


I it IF G H A T I C h STAFF 
(SIS/F/CIF) 


m i S 5 1 c R 


3 13 determines the roaciness. cf hatch and i r. teiacti ve systems haiouc^/uoft 
cnanges v i tn i n t r.e CDF GCC3 an! GO t 7 Computer C enters , ana ccc ruinates 
appropriate ? recessing components, accoruinyJLy ; ensures the c c ;r p 1 c t a t ess. 
in-oceaucM necessary to install charges cr additions; and, tl touch t-.st 
certifies the integrity and ccap atini lity cf such sys tc-s changes or au;i'.iv>;. 


F u nc t ic nj 

c 


-^0 


o 


Tests software (except G1MS , C / M F , or TADS) e n l a r. c c r n t f 
implementation readiness into, or as, the hatch cr i;;uuc 
production oysters ( 0 C 7 3 cr GCd7 Centers). 

Ter! orris or assists in benchmark studies her computer ey; u 
r eg uirec. 


.-sines operator training and the preparation c: oj or 
>ei; ta tr on ana procedures witn the » p p.ropi in t e 7 rj c s 
men is for the hatch and interactive system (in tin GC.'- aid 


Date 
doc J 

co m .. 

Can t. tl o) , 

Analyzes security spillages, as directed ty the X anage ce rt Stilt. 

Pete r mi no s and prepares user information and training romim,'. 
new, cr; c.m r.g <ss to, tae interactive cr hatch sort wars system. 

I \-2 views ba ten and interactive systems software problem and initi 
racer: ire relations ter modification. 


lasts, as necessary, hardware systea changes anc uccificaticrs:, 
air >c ted by t no Chair tra n/FG. 
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SYSTEfS rtCGFAKSIKG IIVISICN 
(SPE/P/CET) 


^io:i 

E geneiat.es a r.a mairtai ns stable and reliable CL? operating systems an c ether 
stem-related sortware, i r. acccrcance kith C I F -a p p r c vad plans. 

net _i c ns 

3 is £ u r.c tionnll y divided into the fallowing branches: 


ten Systems branch (hSii/GPC/P/DE?) 

o Genet at ts and mair.tairs current Latch operating systems 


o 


An aly :«s and diagnoses p rcfclecs associated vit h curie i t batch 
operating systems. 

I a pie. tents ana rairtairs special batch sertvare packages, such as 
coo pile is, assemblers, C b; 0 S £ 1 A u £ , a r d SPSS. 


Maintains systems software packages leyuiied for tnc opemi 
peripheral systems, s ten as the- CPC Page reader, lb!' . v cde 1 PC 
plctt >r s. 


cti o: 
s , ft n a 


o Custoni xas, implements, and documents {accordiic ly ) tc« bates, 

operating syste ns ar.d software packages. 

>iine Systems in aacu ( CS b / £ I- Z/ i/ C E I) 

o Generates and maintains systems-related software (exciucirc Gl.iS) to 

provide online support rcr current, batch operating sys cess . 

o Analytes and diagnoses problems associated with cilir.e systems 

software. 

o Provides systems support for online software applications. 

. o Reviews online systems and makes recommendations , accordingly, for 

improving overall efficiency. 

* •-r-.cti Vci Sys to as brincr. (ISL-/5IL/1/CEP) 

c Genet V t c s a n d maintai r.s t. r ; e OP? int e ract i v e s y s t e t . 
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o Maintains special interactive {tinesharing}' system software pacha 
such- as ht ij Sx.Uj. 1 ^ D A 1 o. H M 0 N , a r u R A M -l « 

o Customizes and i it pie rents nev interactive' software systems 
prepares do cue e-n tat icr, accordingly. 

o Designs, i 0 p-le cents, and maintains coaaiun i cations- acc ess package 
such as the Ccnversat i oral- Access Method (CAM}. 
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July 1 



PROLECTIC:.’ DIVISION 
(JI/F/Cl?) 


Mission 

?D nanages production applicaticrs ar.d databases processed by ccit r utir and 
(electronic accounting each in a) enuipiout by pc- r fore in c these f urcticrs ni t 
to data conversion , RAM services, and product icn applications ccrrpu 

processing; reproduces one distributes ccrrpu ter- cen c rated reports ; 
maintains do cur. cut and n a c hi n e- r e a da fc 1 c [regret dietaries tor production 
d€ vole i :.io nt a pplici tiens. " 

Functions 

PD is r unction ally organized i r tc the tcllcwirg tve branches: 

Production Control liranca (PCE/IE/I/CE P) 

c Manages and processes production (operational) applications, 
o 


Develops and maintains job-control language programs, 
in terac ti v-u prog rams, and the production cccu.u c- i.t a t j c r 
roguirca lor processing prccrcticr a p pi ica ti c r s , 

Maintains product ici: and development machine-! e a ca b 1 c 

libraries. 


o t i 
a a r u 


f r c c: 


o 

o 


Maintains an applications arc ccrrpu ter pregrua documentation lirraj 


Reviews new applications dccurte r ta t icr aid prepare: 
procedures ror acceptance as a predretien application. 


P recess 


o Ensures processing data integrity and database restoration 

providing aata oacxup and permanent storage. 

o ?e cm. s periodic reviews on production applications to ident 

possible processing deficiencies. 

c Reproduces and distributes coopu ter-g en er at e c reports. 

° Determines re guirenen ts for reports- reproducing hardware, faciliti 
a r i x .a a i r. t o n a n c o . 

- ^ a v e ;; s on R ra nc n (Dv. E/l 1/ C E I ) 

Maneges and processes scheduled HAM a r p 1 ica ti on s and ,.->y 
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c Provides data-ccnversicr. arc keypunch services at the ?e } tu-i j 
two Headquarters da ta -conversion facilities . " x 

o Manages and operates the Key Buildirg Data-Access Center (LAC). 

o Cooa. din at Gi. rAM, LAC (Key Euilcirg) , and ua ta-con version 'har 
facilities, and maintenance requirements with the 
Di vision . ‘ 


o 


Provides special-handling and courier service for work preceded 
the Office of Finance. 


Manages and 
in t ogr i ty , 


controls £ A £ and data-conv ersicn databases tc ensure 
which includes acta 1 a c x u p ai:o database restcraticn. 
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05EEA1IC5S DIVISION 
(CE/P/CL?) 


■ y i5?< 


ssi c n 


/? operates ODP's computer ar.d r e n c t e- jet- e n 1 1 y ( POE) centers; 
gnetic tape libraries anu aiskpaexs; processes ccaputer aata for 
r.ter custoc-.-rs; cooriinates all Hardware, software, ar.d procecura 
tii the respective Processing Eivisicrs aid SIS; and executes 
-tware, a;it * procedural schedules fer naar.terar.ee, ccrf lg ura ticn ca, 
a- production system testing. 

. ctions 


e a i r. t a 1 r>. s. 

c o ..i at c i 
A C i >4 ► O 
h ii 1 vj W cl t h f 

ges, and 


is functionally organized into -the relieving tve independent 
. X- G X* l 


cor. ;; u t r 


oral Ceii ter 


Operates ana schedules veil tc he p iccessea cn the computer 
locates in IS 13 and IF 1 £ C £ lie adg a ar t e r s . 

Operates tr.c Chanter cf Ccacerce ar.d i Eo C Headquarters a 
stations, ana the 1> c it a ro p - I a g e. Luilding computing racilitie 

C ontiCis d i. s s'-, pa cks and manages a magnetic tape, library. 

Maintains a receiving aid d i s t r ib u t i c r. pcint for input tc, 
t rex, ::h> GC r 3 Center. 


its* J CCCiii 


anc cutout 


rrocosses rugucsts f c i c r f s i t e data s t c f a g e . 

Executes RD/E - u ir ecte c special plans. 

a-roou cos the Center's short-range (canruia feur weeks) scfcc 
operating plans, as coordinated by nG/?, 

Identifies and rc-pcrts incidents adversely afiecting the op. 
OOP's computing systems tc the Chief Engineer (CE/ED/P/CEP) . 


uii rq an. 


elation c: 


■cial Center 


Operator and schedules the work to he processed or the 
equipment located m the GC47 ueadcuarters. 


c c c p u re 


Controls Gis/.pacxs and r a rages a magnetic tape library. 

Eamta.irs a receiving and distribution point for input tc, 
fro;.: , GC~» 7 Center, 


process es reguests for offsite cats storage. 
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c Produces the Center’s shcrt-rance ( caxiiruir f cur veeks) scheduling 
opera ting plans, as ccorcinated 'hy EC/ = . 

o Executes RG/P - d ire c t t c special plans. 

o Identifies and reports incidents adversely affecting the operation 
tne OD? 's computing systems to the Chief Engineer (CI/Zr/1/ CCl). 
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July 1 9 7 1 


\ 

'1 


GINS DIVISION 
(GI/I/CLI-) 


i s s l o _n 


j is responsible for all processing services is [acting the 
i:f erratic ii- Fa n 3 g e me n t System (GINS) . GD provides ra a iterance ai:i 
j Giis ar. 1 n:ea sure ::>■; i.t i nf ort a txou uscq to improve system or 
e-sign . In is Division is solely resf crsablc fer the neuacement cf 
vs tents, including 2 in icetr p u t e r database systems aid COM? 
- na accent System (CANS) facility. Coordination fer future 


'guirenents is througj 


;ho GIFS Fana ge.aen t Group. 


G e n train c a 
o.nii a nee merits 
a p p 1 1 ca t i c a 
all the G i x 
I X / u t o a 1 e 
a p p 1 1 c. a tio.jS 


a n c t i o n s 


-- functionally orginaized irtc the rcllcvsir. g two brar.cn os 
^ it ware branch (Db/GD/I/C DP) 


0 

Maintains GIF, 

0 

Performs GIFS 

0 

Develops er:h 
ley ui re .rents. 

0 

De velcps and 

0 

Provides pro L 

0 

Consults with 

0 

? r 0 v i d e s s y . 
Databu e-Mar. a 

0 

Soviets GIFS 
avail utility . 

0 

Develops gen 
da tabu s es , 

0 

Defines thre- 
Or r ic supper 

t'» ^ ■“ 

•■in cjt; j 0 n t nr a 1 


G 1 X I to moot custctor and o n r a t 


. o : s a j 


r r o v i j e s systems ceveicpnert aio maintenance surrcit 

n.evn ... ~_ v ,_ - '= h » c niniccnjuters. 


rcr 


a : 


to five-year plar fer cnarges cr auditions 


to 


; jc’ t >d u i. * 
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o Monitors all G IMS operations . 

o Provides database- catageirert and ccrtroi tc ensure data into 
including data backup, archival storage, history t3pe auaijsi 
database restoration.' 

o Installs nek databases developed by :????, ar.d as approved by tb 
Review Eoard. 

c Processes GIMS Latch applications submtted or developed by 
o Develops and publishes GIMS operating procedures, 
o Tests new GIMS software developed ly I???? 
o 0 pe ra to s CA MS . 

o : Participates in the GIMS Feview Foard activity. 
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C £ A i: 1 


w u 1 y ^ 


E t G I K E £ F I X G E I V 3 S 1 C N 
(E‘D/P/0 D?) 


li55i2H 

aanr? ^nfernrasjjn-^ss.s.n'S'if. suss: 

F u^ic t i cjj s 

£iD is f UKC wl (/Hi li V d 1 y i : j i n t* r** ♦ : ^ + _ ^ 

activity coot ii ; ,a t,>CCe Ua “‘ k <*' 

Chiof Unyinee r 

o 


Viih^^^M ’■"°.^ 1 ' 0JuUl ' J C£ harcvatc ;.r £ vc.,tivt r , i t 

n«-/i/oL“). tlVlilcr three, it the* the kv:o 


t’ I 


o 

o 

o 


l) ' t,:;;ll: ‘C $ r eguirea -:• 1 1 s £cr scneatled and ui.e^h.-. , i . - 

taint, nanev of center haicuna, and .ainuus rJnLnFrec F-'cend: 

Monitors hardware aeirttnance arc e r gi re* ring changes. 

ai ' d ^F' tilic£ irvcic€£ ici r r sch ea fled computing k: d r, j .• 
L i li i *' , ». t ; . a 2. r: t = n a r. c a . J J i 

Dirocts and cocrcinates the actacr required m r*- cjv t c , 

. related to cc;guta systems (hdrewer* and =cftv -F • ’T'' J 
activities, aid determines responsir llrtTroI corr ect iS e "a c ^ cn ' ' 

Monitors GSA's 30-day acceptance testing on new elp eguiprert. 

a or. t ter £ eu viionxuta] and pcwei sc i vice tele lances. 

0 = . C “ rC;n,E - «* ICCtilva, ir , 0£tdbli=, 

pt i.- v.ftutiivO £td iiiJDias, - ••---*■ 

-onf iguration ;•: an agon en t branch (C:'B/ ID/E/OD?) 

CO- ianrft C dt? tfc£ c 1 n € f c 1 1 i ai t hardware and sortv^-, ^ ~ . 

ca^-ijun tier, s operated fcv CE. ~ 


o 

c 


u 


C a j. . acts, r . . v *’ e . v c- . ~ - i .. .. . _ , , „ 

' - - v_ t * = a i. o re r c 1 1 ‘ t -■ 

availability ct computer Hardware ere <s r i t -.» r . ^ -•*«*'• 

t uaunutt. 1 . 1 . , soitwaie sy seers cc: 
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o Dev slops and' coordinates flans with appropriate CD? ccstponer. ts to: 
alternate computer equipment facilities in the event of disaster. 

o Drafts cciaisu jo eyuipirert reliability perf cri-ance reguinements tor od: 
computer systems ar.j cccrdi rates with tne Support Staff fot 

publication of tnese requirements . 

o Operates an answering service (IlcucIs Desk) to receive users' trouble 
reports and initiates corrective action. 

o Provides technical consulting service tc users requiring assistance. 

o Develops and maintains systems fcr acr.itcring and measuring haruw.ar-. 

and soft-are systems performance, and audits hardware ar.d soft war- 
usage for snort-term (e.y., 1 6 months) and lcng-rarce (e.c, , riv. 

years) planning. 

o Prcpi res a tenthly computer and manpower resource report ("I reject 
Activity Report" ) cl CD P resource usage, ty project, for Acer.c. 

C O L ^ } i 1 1 1 u. *o « 

o Assises tne Chief Zrgineer i j acritcrirg GSA's 2C-da y jcccptar.c 

testing on new ADR eguipceni. 

Facilities Branch ( 1 B/h’ L./R/CD? ) 

o ?r up ares and mairtairs taster drawings ar.c records ci tie ; hy s ic i J 

arrangement and i r:t e r ccr. i; ec t ic i ci computer equipment . 

o Participates in site planning ici p rejectee computer systems, wi. ic: 

in Cx u aes det^r;. in irg , preparing, a r u cccrai rating specific.! tier, s a:, 
roc ui re tents for electrical power, c nviror.E e r tax , space , ar.d icccii t , 
with the appropriate service organizations. 

o Plans, coordinates, and supervises activities associated with t ; 

'pays i cal in st ai 1 a 1 1 c r ci computer equipment. 

o Monitors execution cf shef t-tein (e.g., Id rentes) p la is aic ersur-. 
dissemination cf notices cf hardware changes tc the user cosnunit y . 

Teleconsunice t ions Branch (Ib/HI/I/CD I) 

o Cor ducts site' surveys and coordinates with the appropriate A care’ 
coc ponents for installing remote devices ir. response tc user rogues to . 

o Installs, acceptance tests, and evaluates new remote devices, such 

Delta lata terminals, Texas Instilments Uicinals, ’ patch paneis, 
rau 111 p. lexers, etc. 

° Cor.iiors telocu nun i c c t ic r.s fcaiuware ar.c set twatc. vendor c i into i: ine- 
pt? if c narco . 

c Provides and maintains the hardware and scl t va le for icocte jol. -e.nt: 
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trouble-answering service. 
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